Integrated Real Estate Management System User’'s Guide
Contract Administrator User Guide Chapter 10: Property Participants

Chapter 10: Property Participants

Table of Contents

Chapter 10: Property PartiCiPants .......ccouuiiiiiiiiiiii e e e et e e e eaa e e e eees 10-1
10.1 Property PartiCipant LiSt ......coouiiiiiiiiii et e e e e e e 10-2
10.2 CUrrent OWNEITCONTACT ....uuiiii ettt e e e e e e e e eeeenenaees 10-3
10.3 OWNEr HiStOry/NAITatiVES .....oiiiieeiee e e et e et s s e s e e e e e eeaeeesennnes 10-5
10.4 CUIrent LESSEE/CONTACT ....uveiiiiiiiiiae ettt 10-6
10.5 Lessee HiStOrY/NAITAtIVES ....ccoiieieieeiiieeeiiiies s e e et e et e s e e e e e e e aeeeeesenene 10-7
10.6 Current Management Agent/CONTACES ......uuuiiiiiiii e e e e e e e eeeavenaees 10-8
10.7 Management Agent HisStory/Narratives ........cccooevveuiiiieeiieiiiie e 10-10
10.8 MANAgEMENT FBOS ...uuiiii i e e et e et e e e e e e aran s 10-12
10.9 SpoNSOr/DeVElOPEr/CONTACT .......cii e e e e e ee e 10-12

List of Figures

Figure 10-1. Property Participants LiSt PAgE ........oovivviiiiiieieeies e 10-3
Figure 10-2. Current OWNer Detail PAQE ... coviviieee i a e e e e e e 10-4
FIQUre 10-3. FYE HiStOIY PaAgE...cuuui i e eeee et s e et s s e e et e e e e e e e e e e e ana e e e e eeann s 10-4
Figure 10-4. OWNEer LiSt/HISIOrY PAg.....uuuiieiiii e e ieiiee ettt e e e e e e e e e 10-5
Figure 10-5. Current Lessee Detail PAJE .......ccouuviiiiiiiiiii e e e e e 10-6
Figure 10-6. Participant SEarch Page.......cceueiiiiieeieiiii e e e e e e e e e e 10-7
Figure 10-7. Lessee History/NarrativeS Page.........coovveeeiuiuiiiieiiiiiee e eeeeeeeeeeeesnn e e e e e e e aaa e 10-7
Figure 10-8. Current Management Agent Detail page........ccccooevieeiiiiin i, 10-9
Figure 10-9. Management Agent LiSt/HISIOrY PAge ......covvvvrviiiiiiiiieeeieeeeeeeeern e e e 10-10
Figure 10-10. Management Agent LiSt/HISIOrY Page ......ccovvvveiiiiiiiiiiiiieeeeiies e ee i e e e 10-11
Figure 10-11. Previous Management Agent Detail Page .......cccoveveeeviiieeeeieiiiiieie e, 10-11
Figure 10-12. Management AgeNt FEES PAQE ... .cccieviiiii i e e eeaaaans 10-12

Figure 10-13. Sponsor/Developer/Contact Page..........cccovevviuiiiiiiiiiiiiiis e e 10-13



Integrated Real Estate Management System User’'s Guide
Contract Administrator User Guide Chapter 10: Property Participants

10

Property Participants

Property Participants are defined as an Owner, Lessee, Management Agent, Sponsor or Developer,
(individuals or organizations) having a business relationship with aHUD Multifamily property.
Participant information is entered and maintained in APPS and can be viewed in iIREMS. Limited
participant information can be updated and/or entered into iIREMS. However, associated property
relationships are maintained in the IREMS database. The Property Participants page displays
information on all persons or organizations associated with a specific property. On these pages you can
view, add and edit limited information related to any person or organization associated with a property.

Objectives:
By the end of this chapter, you will be able to:

o Navigate the Property Participant page
o Accessinformation related to persons or organizations associated with the property
e View property contact information.

e Enter comments on the Management Agent History/Narratives
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10.1 Property Participant List

The Property Participant List page displaysinformation in atable format, of several participants
associated with the property. Thisview only page displays the following information:

Current Property Participants

Role (function of the participant)
Name

TIN

Effective Date

Current Contract Administrators

Contract
CAID

Name

TIN

Effective Date

Current Mortgagee (Insured Loans)

Financing I nstrument

Role

Lender ID

Name (of lending company)

To access detailed information on the participant:

When you select a participant from the Current Property Participant table, a page displays the details for
that participant. If the participant isan owner, the Current Owner /Contact tab displays the Current
Owner Detail page. If the participant is a Lesseg, the Current Lessee/Contact tab displaysthe Current
L essee Detail page. |f the participant is a management agent, the Current Management Agent/Contacts
tab displays the Current Management Agent Detail page.

When you select a participant from the Current Contract Administratorstable, the Subsidy
Administration business areais opened and the Assistance Contract page displays.

When amortgagee is selected, from the Current Mortgagee table, the Financing Detail page will
display.

All columns on the Property Participant List page can be sorted in ascending and descending order. To
view detailed information on a Current Property Participant, click on an entry under the Role, Name or
Tin fields and the Current Participant Detail page will display current information about the selected
participant with additional contact and property information.
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Accessing the Property Participants Page:

To access the Property Participants page you must select a specific property on the My
Properties tab from the Asset Management Portfolio/Dashboard page. Once you have
selected a property, the Property Attributes page displays. From the Property Attributes page
you can select the Property Participants link from the IREMS sidebar

425 The Property Header located at the top of the page, displays the Property 1D, Name,
Contract/FHA#, Active Satus, Watch List and Troubled Satus. This Header will appear on
most of the pages in IREMS.  Thereis also a search feature in the header that allows the
user to select a different property without having to return to the Portfolio/Dashboard to
make the change.

Figure 10-1. Property Participants List page

10.2 Current Owner/Contact

The owner of aproperty is defined as the individual or organization recorded on the property deed and is
legally responsible for making payments on the associated mortgage(s). The Current Owner/Detail
page displays the owner and owner contact and other ownership information for a specific property.
APPS is the source system for the participant information. IniREM Sthe information is view-only.

Once an owner is linked to a specific property within iREM S, the owner is associated to that property
until thelink is deleted. When the link is deleted, all the related information is also deleted from the
property, including the owner contact. iIREM S keeps a historical record of ownership in al instances.

To access the Current Owner Detail page:

From the Property Participant List page, click on the Current Owner/Contact tab and the
Current Owner Detail page displays.
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Figure 10-2. Current Owner Detail page

&S Note: The | FYEHistory | yytton displays on the Current Owner Detail page and the
Previous Owner Detail page. Click on the button and the FYE History table will
display. The table displays all FYE Effective Dates and Fiscal Year End Dates
associated with the current or previous owner.

Figure 10-3. FYE History page
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10.3 Owner History/Narratives

The Owner List / History page displays information on all owners who are currently or were previously
linked to a specific property. When the link between the owner and the property has been deleted,
iIREM S keeps a historical record of ownership. The following information is displayed on the Owner

List History page:

e Owner/List History

Owner Name

Owner Tin

Date Owner Assumed Financia Responsibility (FASS)
FASS Ownership Expiration Date

FYE

Financial Statement Required

Company Type

Legal Structure

o Owner/ Field Office Contact Narrative: Ownership

e Summary Narrative: Ownership

To view the Owner List/History page:

1. Fromthe Property ParticipantsList page, click on the Owner History/Narratives tab and the
Owner List History page displays.

Figure 10-4. Owner List/History page

December 2013
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10.4 Current Lessee/Contact

The Lesseeistheindividual or organization |easing the property from the owner. The Current

L essee/Contact page displays current information about the lessee and contact for a specific property.
You may view current Lessee information or add new L essee information. Y ou may also add, update or
delete Lessee contact data.

To access the Current Lessee/Contact page:

From the Property ParticipantsList page, click on the Current Lessee/Contact tab and the Current
L essee Detail page displays.

Figure 10-5. Current Lessee Detail page
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&S Note: The | FYEHistory | 1y tton displays on the Current Lessee Detail page and the
Previous Lessee Detail page. Click on the button and the FYE History table will
display. The table displays all FYE Effective Dates and Fiscal Year End Dates
associated with the current or previous lessee.

Figure 10-6. Participant Search page

10.5 Lessee History/Narratives

The Lessee List/History page displays information on those lessees currently on the property and those

who were previously linked to a specific property. iREM S keeps a historical record of lessee
information.

To view the Lessee List / History and Narratives Page

Click on the L essee History/Narr atives tab, from the Property Participants List page and the L essee
List/History page displays.

Figure 10-7. Lessee History/Narratives Page

The following information is displayed on the L essee List/History page:
o Lesseelist/ History
— Lessee Name
— LesseeTIN
— Regulatory Agreement Signed Date
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L essee/L ease Effective Date
L essee/Lease Expiration Date
FYE

Company Type

Legal Structure

o Lessee Field Office Contact Narrative: Lessee/Operator
o Summary Narrative: L essee/Operator

10.6 Current Management Agent/Contacts

Multifamily Housing requires that information about the management of a property be maintained APPS.
Users have the ability to add property management participants and contactsin iREMS. When you add
participants, the information updates both the property and the IREM S national database. Contacts,
however, are added only to the specific property. Information about the management agent certification
and effective and termination dates can also be recorded.

425 Note: Previous Management Agents can be re-associated with the property.

To view the Management Agent/Detail page:

From the Property Participants List page, click on the Current Management Agent/Contacts tab and
the Current Management Agent Detail page displays.

December 2013
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U.a. dtawe en TEy. v
Foreign State or Territory:

Country: usa

U.S. Zip Code: 45121 - 1058

Foreign Postal Code:
Standardization Status:  100% Cverall probable correctness

Management Agent Contact

Name: SHELLY SPILLER Phone: 937-378-6041, X256
Title: Fax: 937-378-4400
Street: 406 WPlum St Pager/Cell Phone:

E-Mail: sspiller@abeap.net
City: Georgetown

U.S. State or Territory: OHIO

Foreign State or Territory:

Country: usa

U.S. Zip Code: 45121 - 1058

Foreign Postal Code:

Standardization Status: 100% Overall probable correctness

Management Agent Site Manager

U.S. State or Territory:  OHIO
Foreign State or Territory:

Country: usa

U.S. Zip Code: 45693 - 9599

Foreign Postal Code:

Standardization Status:  100% Overall probable correctness

Rental Inquiries Contact

Name: FPAT MONTGOMERY Phone: 937-378-6041
Title: Froperty Manager  Fax: 937-378-4400
Street: 230 Spruce Ln PageriCell Phone:
E-Mail: pamontgomery2005@yahoo.com
City: West Union

Name: ABCEO, Inc. Phone: 937-378-6041
Title: Fax: (937) 378-4114
Street: 406 W. Plum Street PageriCell Phone:

E-Mail:
City: Georgetown

U.S. State or Territory:  OHIO
Foreign State or Territory:

Country: usa

U.S. Zip Code: 45121 - 1261

Foreign Postal Code:

Standardization Status: House number not found

Rental Inquiry Contact address is the same as: Rental Inquiry Contact (Nottied to anyone - Enter Data)

Figure 10-8. Current Management Agent Detail page
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10.7 Management Agent History/Narratives

The Management Narratives page allows you to view detailed information on the property management
contacts. The narrative fields on this page are Owner Field Office Contact Narrative: Property
Management, Summary Narrative: Property Management and Contact Administrator Summary
Narrative: Property Management.

To view the Management Narratives Page:

From the Property ParticipantsList page, click on the Management Agent History\Narratives tab and
the Management Agent List /History page displays.

—

Figure 10-9. Management Agent List/History page

To add comments in the Management Narratives:

1. Fromthe Property ParticipantsList page, click on the Management Agent HistoryNarratives
tab and the Management Agent List/History page displays.

2. Inthe Management Narratives section, enter information in the following field:

e Contact Administrator Summary Narrative: Property Management

3. Click | 52¥e | and the save successful message displays.

To view Previous Management Agents:

1. Fromthe Property ParticipantsList page, click on the Management Agent HistoryNarratives
tab and the Management Agent List/History page displays.
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Figure 10-10. Management Agent List/History page

2. Click on the previous Management Agent Name and the Pr evious Management Agent
Participant Detail page will display.

Figure 10-11. Previous Management Agent Detail page

3. View the agent information. Click on “Back” to return to the Management Agent List/History
page.
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10.8 Management Fees

Management fees are displayed in a summary table on the Management Fees page.

To view the Management Fees page:

From the Property ParticipantsList page, click on the Management Fees tab and the M anagement
Fees page displays.

Figure 10-12. Management Agent Fees page

10.9 Sponsor/Developer/Contact

TheiREM S database allows you to access Sponsor or Developer information from APPS.
Sponsor/devel oper detail and contact information may be added, updated and deleted on the
Sponsor/Devel oper/Contact pages.

To access the Sponsor/Developer/Contact Page:

From the Property ParticipantsList page, click on the Sponsor/Devel oper/Contact tab and the
Sponsor/Developer Detail page displays.
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Figure 10-13. Sponsor/Developer/Contact Page
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